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A MESSAGE TO ALL EMPLOYEES 


The achievement of equal status for English and French 
in all the institutions of Parliament and of the Govern- 
ment of Canada is of fundamental importance to the 
country, to the Canadian public served by the federal 
government, and to members of both official language 
groups who pursue a career in the Public Service. 


Those of you who have worked in the federal Public 
Service for some years will recognize that a good deal 
of progress has been made towards achieving this goal. 
Some of you, | am sure, have views as to whether this 
progress has always been meaningful: others may, at 
times, have questioned the pace or the cost of change. 
But many of you may simply have questions about the 
current official languages policies, and how they apply 
to you. 


This pamphlet describes the essentials of current 
government-wide official languages policies. Your 
Deputy Minister has the responsibility to apply these 
policies; you should therefore ensure that you are aware 
of your department’s guidelines and procedures as well. 


In working towards achieving the official languages 
objectives, it is important, in my view, to keep you 
informed about the policies and how they apply to your 
situation. This pamphlet’s purpose is to address some 
questions you may have about the Official Languages 
Program as it affects you on the job, in respect of both 
your recognized entitlements and your obligations. | 
hope you will find it useful in terms of both your career 
plans, and your role in achieving the objectives of this 
important federal program. 


ch 


Donald J. Johnston 
President of the 
Treasury Board 


INTRODUCTION 


The federal government’s official languages policies are 
based upon the fact that Canada is a country of two 
predominant linguistic groups, both in its history and in 
its current reality. Respect of the right of English- 
speaking and French-speaking members of the Canadian 
public to communicate with, and receive services from, 
their federal government in English or in French is 
fundamental to the Official Languages Act which came 
into force in 1969. In future, with the application of the 
new constitutional provisions, this right is to become an 
entrenched guarantee, under the protection of the 
appropriate courts, and applicable to members of the 
public in their dealings with all the institutions of 
Parliament and of the Government of Canada. 


Since 1969, there have been several important develop- 
ments in support of the language reform which evolved 
under the Act. The following are some of these events: 


— In 1973, Parliament adopted a Resolution reaffirming 
the principles of the Act. At the same time, it set out 
the objective, within the merit principle, of the 
participation of both official language groups in 
federal institutions, and defined the right of public 
servants to work in the official language of their 
choice, subject to the provisions of the Act. 


— In 1977, the federal government changed its cen- 
tralized approach to managing the Official Languages 
Program by delegating the responsibility for imple- 
menting official languages policies to departments and 
agencies, and requiring them to report annually to the 
Treasury Board on their progress, and on their future 
plans of action. 


In 1980, a Special Joint Committee of the Senate and 
the House of Commons on Official Languages was 
appointed to review recent annual reports submitted 
by the Commissioner of Official Languages and to 
make recommendations where required. 


— In 1981, the federal government introduced major 
policy modifications for the Official Languages 
Program with a view to improving the availability and 
quality of bilingual services to the public. The new 
measures also addressed language training and testing, 
as well as translation services. 


During more than a decade, the federal government has 
pursued three objectives in carrying out its obligations: 


1. Canadians should be able to receive services from and 
communicate with their federal government in the 
official language of their choice, in accordance with 
the provisions of the Official Languages Act. 


2. Public servants should, as a general rule, and subject 
to the requirements of the Official Languages Act 
respecting the provision of services to the public, be 
able to work in the federal Public Service in the 
official language of their choice. 


3. The federal Public Service should reflect in its com- 
position the full participation of both the anglophone 
and francophone communities, while at the same 
time respecting the merit principle. 


Language reform has necessarily been an evolving 
process, mainly because of its complex character and its 
large-scale application. Through the years, the federal 
government has developed a broad range of approaches 
in implementing its objectives with the contributions of 
the Commissioner of Official Languages, whose Office 
was established in 1970, those of interested groups 

and individuals, and more recently, those of the Joint 
Parliamentary Committee. 


Federal institutions have, on the whole, made signifi- 
cant progress in serving Canadians in their official 
language of choice, in providing work and career oppor- 
tunities to members of both official language groups, and 
in promoting English and French in the work environ- 
ment. The challenge for the future is to continue this 
progress with the support and goodwill of all federal 
employees. 
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1981 CHANGES 


1. Q: What are the main features of the 1981 changes 
in the Official Languages Program which could 
be of direct interest to me? 


A: The following summarizes the changes of 
general interest to you: 


language training will be continued beyond 
the 1983 cut-off date which had been 

previously set by the government, but there 
are new eligibility criteria for such training; 


employees over 55 years of age who are 
appointed to non-imperative bilingual posi- 
tions (i.e. positions for which the incum- 
bent does not have to meet the language 
requirements at the time of staffing) are 

no longer required to take language training; 


federal services to the public in both English 
and French are to be improved by measures 
such as upgrading, at the time of staffing, to 
the middle or ‘‘B” level, the minimum lin- 
guistic requirements of many bilingual 
positions involving service to the public; 


the use of both official languages in the 
work place is further encouraged by up- 
grading the minimum linguistic requirements 
to the middle or ‘‘B”’ level at the time of 
staffing, for bilingual positions involving 
supervision ; 


as of December 31, 1982, a middle or 

“B’’ level second-language knowledge is 
required upon appointment to the Executive 
group in bilingual positions situated in 
bilingual regions and the same requirement 
applies to appointments of Assistant Deputy 
Ministers in the National Capital Region, 
although the Treasury Board could approve 
exceptions in specific circumstances; 


2° 


— greater use of imperative staffing (i.e. to fill 
bilingual positions with qualified bilinguals) 
is to be made, in accordance with stated 
policy, and departments are now responsible 
for such designation; 


— language tests are to be revised to better 
assess employees’ functional language skills 
with respect to on-the-job needs. 


There are, of course, other changes and you can 
obtain more detailed information on these from 
your departmental official languages division. 


: Are there certain parts of the country in 


which bilingual services must be available to 
the public? 


Yes. Beginning April 1, 1982, bilingual services 
must be provided to the official language 
minority public in the following regions: 


— New Brunswick; 


— in the province of Quebec: the Montreal area 
the Eastern Townships, parts of the Gaspé 
region and of Western Quebec; 


) 


— northern and eastern Ontario; 


— Winnipeg and Toronto. 


If you are in a bilingual position requiring 
dealings with the public, or if you are a 
manager whose employees serve the public, 
and if you are located in one of the above 
regions, you should be aware of this new 
obligation. 


In addition, the Official Languages Act 
requires that bilingual services must be pro- 
vided by federal departments and agencies 
within the National Capital Region, and from 
headquarters offices if these are located else- 
where. 
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4. 


Of course, departments will continue to provide 
bilingual services in the rest of the country 
where they determine there is a significant 
demand from official language minorities. 


Have there been any changes in language of 
work requirements as they apply to different 
regions? 


No. The following remain bilingual regions 
where, within federal offices, English and 
French are the languages of work: 


— New Brunswick; 


— jn the province of Quebec: parts of the 
Montreal area, the Eastern Townships, parts 
of the Gaspé reigon and of Western Quebec; 


— northern and eastern Ontario; 
—' National Capital Region. 


For language of work purposes, all other 
regions are considered to be unilingual, where 
the language of work in federal offices is that of 
the majority of the population of the province. 


Will the 1981 changes in the Official Languages 
Program affect me if | am in a unilingual 
position located in a unilingual region? 


No, these changes do not affect you. However, 
if you think that you might be interested in 
competing for a bilingual position some time in 
the future, the new criteria for eligibility for 
language training (discussed in the section 
“Becoming Bilingual”) would be of interest to 
you. 


5. Q: How do these changes apply to me if | am 


6. 


in a bilingual position and working in a unilin- 
gual region? 


If you are in a bilingual position and your work 
involves dealings with the public, you should be 
aware that many of the recent measures are 
aimed at improving the responsiveness and 
quality of federal services to the public in both 
official languages. For example, departments 
are required to better inform the public on 

the availability of bilingual services and to 
facilitate the public’s comments on the linguis- 
tic aspects of those services. 


Also, if you now have the minimum or “A” 
level of competence in your second official 
language, you should know that, if you are 
interested in competing for a bilingual position 
involving service to the public, you could be 
required to meet the middle or “B”’ level of 
proficiency. 


What should | know about these changes if 
/ aspire to enter the Executive group? 


You should know that, as of December 31, 
1982, all employees entering the Executive 
group in a bilingual position located in a 
bilingual region must possess a middle or “‘B”’ 
level knowledge of their second official 
language as a prerequisite for appointment. 
Exceptions could be made where the Public 
Service Commission certifies, and the Treasury 
Board confirms, that the employee has not had 
previous opportunities to learn and maintain 
second language skills, or on the grounds 

of long service or age (refer to the section 
“Becoming Bilingual” for information on 
eligibility for language training). 
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How do the recent initiatives in the Official 
Languages Program affect me if lama “term” 
employee? 


As a ‘“‘term”’ employee, hired to do a specific 
task within a limited period of time, these 
changes do not affect you in any way (refer to 
question 12 for information on imperative 
staffing). 


APPOINTMENT TO BILINGUAL POSITIONS 


8.50: 


Can | compete for bilingual positions even 
though | do not have the required linguistic 
skills? 


Yes, if those positions are staffed on a non- 
imperative basis. Most bilingual positions are 
staffed in this manner, which means that it is 
not mandatory for candidates to possess 
second-language skills at the time of staffing. 


You can compete for such positions without 
having the required linguistic skills provided 
that: 


— you are eligible for government-paid 
language training at the required level 
(e.g. you have not run out of authorized 
training time. See section on “Becoming 
Bilingual’ for more information); 


— you agree to reach the required level of 
bilingualism within two years for a first 
appointment to a bilingual position 
requiring language training and within one 
year for subsequent apointments; 


— you demonstrate to the satisfaction of the 
Public Service Commission that you have the 
potential to attain the required level of 
linguistic proficiency within the established 
time-limit. 
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10. 


What happens if | fail to meet the linguistic 
requirements of my position within the agreed 
period of time? 


Within two months, your department must 
make arrangements to have you transferred 

to another suitable position for which you are 
qualified. 


Can | be appointed to a bilingual position 
which is to be staffed non-imperatively without 
ever having to meet the language requirements? 


Yes, but only if you meet one of the following 
conditions: 


— you are 55 years of age or over; 


— you have worked for the federal government 
for at least 10 consecutive years prior to 
April 1966, and have since been continu- 
ously employed in the federal Public Service; 


— you have been granted an exclusion by the 
Public Service Commission on specific 
grounds such as health reasons, lay-off status. 


On what basis can a manager decide to staff a 
position imperatively ? 


À position can be staffed on an imperative 
basis, that is, with a person who is already 
bilingual at the required level of proficiency, in 
the following circumstances: 


— when the department’s capacity to provide 
the public or, for administrative purposes, 
public servants, with services in both official 
languages could be compromised by the 
appointment of a unilingual candidate; 
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14. 


— when the lack of an immediate bilingual 
capacity would mean that major responsibi- 
lities of the department could not be effec- 
tively carried out; 


— when a bilingual position is vacant after 
having been occupied for at least 3 years by 
one or more unilingual employees. 


The approval of the Deputy Minister or his/her 
designate is required before imperative staffing 
can proceed. 


Are there any types of positions which must 
be staffed imperatively ? 


Yes, ‘term’ positions which are filled for a 
specific period of time, and bilingual positions 
requiring technical or specialized use of English 
and French in all skills (e.g. speaking, writing 
etc.) as in the case of translators, for example. 


BECOMING BILINGUAL 


Does the federal government intend to phase 
out language training and use only imperative 
staffing? 


No. The 1983 deadline for terminating language 
training has been removed. Language training 
will therefore continue to be provided to 
eligible employees. 


Under what circumstances can | be considered 
for government-paid language training? 


If you are newly-appointed to a bilingual 
position which is not staffed imperatively, 
and you do not meet the language require- 
ments of the position, you are eligible for 
training. 
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16. 


For all other circumstances, departmental 
overall needs and obligations are the deciding 
factors in determining employees’ language 
training (see also questions 17, 18 and 20). 


Subject to the above circumstances, are there 
other conditions which must be met before | 
can take language training? 


Yes. Your supervisor must approve your 
language training and formally certify that you 
will have the opportunity to use the second 
official language on the job once you have 
completed training. The government wants to 
ensure that language training is provided to 
employees who will have the opportunity to 
use and retain their second official language in 
the course of their work. 


- You also must satisfy the Public Service 


Commission or your department that you 
have the potential to learn your second lan- 
guage to the required level within a predeter- 
mined period of time. 


If you undertake training, you are expected 
to maintain the level of proficiency which you 
have attained. You cannot take training twice 
to qualify for the same proficiency level. 


If | am unilingual and working in a unilingual 
region, do | have to acquire a knowledge of the 
second official language? 


Not unless you have specific plans to compete 
for a bilingual position in your region, or to 
move to a bilingual region in which you would 
deal with the public or in which you would be 
assuming supervisory or management respon- 
sibilities. 


17. Q: What opportunities do | have to take 


18. 
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government-paid language training if | am in 
a unilingual position located in a unilingual 
region? 


Generally, language training is provided to 
employees in bilingual positions, or to those 
who plan to work in bilingual positions in the 
near future. Use of the second official language 
is an important consideration in providing 
training since language retention, particularly in 
unilingual regions, is difficult if duties involve 
only periodic or infrequent use. 


However, if you plan to compete for bilingual 
positions in the near future, you should discuss 
your career plans with your supervisor, who 
will have to justify your language training by 
ascertaining both your motivation, and your 
opportunity to use your second official lan- 
guage. You will also be required to demonstrate 
your potential to learn the other official 
language. 


Can | take government-paid language courses 
outside of regular working hours? 


Yes. If you meet the eligibility criteria noted 
above (see questions 14 and 15) and if you 
already have a certain knowledge of the other 
official language, you are eligible to take 
evening courses which would not be deducted 
from the total authorized training time. 


Is there a maximum time-limit for taking 
language training? 


Yes. The overall maximum period authorized 
for taking government-paid language training 
during an individual’s career as a federal public 
servant is the equivalent of 18 months’ conti- 
nuous, full-time training. In addition, a 
specific time-frame is established for the 
training necessary to reach the proficiency 
level required by your position. 
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20. 


Your departmental official languages division 
can provide you with detailed information on 
the time available or remaining (if you have had 
previous training) in your particular case. 


Who is eligible for the Advanced Language 
Training Program? 


The program is available to a restricted number 
of rigorously selected public servants who 
demonstrate high motivation and potential for 
learning or improving their fluency in their 
second official language. 


All employees, regardless of the level of their 
positions, or whether or not they are in bilin- 
gual positions, are eligible for this program if 
they can meet the rigorous selection standards, 
and are nominated by their departments as 
candidates for this special training. 


The purpose of the program is to increase 
the number of employees who are able to 
work fluently in both English and French. 


LANGUAGE KNOWLEDGE EXAMINATION (LKE) 
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Under what circumstances do | have to take a 
Language Knowledge Examination? 


You could be asked to take an LKE under 
any one of the following circumstances: 


— to determine your eligibility if you are 
competing for a bilingual position being 
staffed imperatively ; 


— to determine the training you require to 


meet the language requirements of a non- 
imperatively staffed bilingual position; 


11 
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— at the completion of language training, to 
confirm you have reached the required level 
of linguistic proficiency ; 


— asa Way of confirming your eligibility to 
receive or continue to receive the bilin- 
gualism bonus. 


As a general rule, LKE results are valid for one 
year. For employees who have reached level 
“C” in speaking, the results are valid for two 
years. 


What recourse do | have if I fail the Language 
Knowledge Examination? 


There are several options open to you. First, 
you could attempt your LKE again; but unless 
you are on language training, an interval of 

3 months is required before a second try. 


Second, if you want more immediate redress, 
and you feel that the results of the LKE do 

not reflect your true ability, you can, within 

5 working days of receiving your test results, 
ask for a special assessment from the Public 
Service Commission. The onus is on you to 
initiate and justify such a request, and it should 
be forwarded through your department’s 
official languages division. 


You should also know that, in some Cases, 
such as those involving certain handicaps or 
specific health problems, the Commission’s 
special language assessment can be an alterna- 
tive to taking the LKE. 


Third, you can have your case reviewed by 
the Commission’s Language Review Committee. 
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23. Q: Can I be exempted from taking the Language 
Knowledge Examination? 


A: The Public Service Commission can exempt 
employees who demonstrate a very high level of 
bilingualism which they can maintain. You can 
apply for an exemption through your depart- 
ment’s official languages division. 


BILINGUALISM BONUS 
24. Q: What is the bilingualism bonus? 


A: The bonus is a payment of $800 a year, in 
addition to the regular salary, to employees 
in bilingual positions who meet the language 
requirements of their positions. There are 
certain groups of bilingual employees who do 
not receive the bonus, even though they are 
in bilingual positions (e.g. members of the 
Executive group and translators). 


25. Q: Under what circumstances can | receive the 
bilingualism bonus? 


A: If you are in a bilingual position and meet the 
language requirements of that position, you are 
eligible to receive the bonus. In order to retain 
it, you must annually meet one of the following 
conditions: 


— you have a valid (not expired) LKE result 
which proves you meet the language require- 
ments of your position; 


— you are exempted from taking the LKE by 
the Public Service Commission; 


— if your supervisor is linguistically qualified 
(e.g. has been exempted by the Commission 
from taking further LKE tests) to confirm 
your bonus, he/she can ascertain that you 
meet the language requirements of your 
position; 


Lis, 


— you pass an approved confirmation proce- 
dure which your department uses because of 
operational reasons. 


Yearly confirmation for eligibility for the 
bonus is normally carried out in conjunction 
with your annual performance evaluation. If 
you fail to be confirmed by one of the above 
procedures, the payment of the bonus will now 
be terminated two months (formerly, there was 
a six month period before stoppage of payment) 
after the official date of your evaluation. 


LANGUAGE REQUIREMENTS OF POSITIONS 


26. Q: /fl have questions regarding the language 
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requirements of my position to whom do | 
speak? 


You should discuss these questions with your 
supervisor since it is important that the lan- 
guage requirements of your position be 
accurately reflected in your duties. You can 
also discuss them with your departmental 
official languages division. 


l am currently in a unilingual position. Can my 
position be suddenly reidentified as bilingual? 


As arule, the language requirements of your 
position will remain the same as when you were 
appointed. In certain circumstances, however, 
your manager could decide to reidentify your 
position from unilingual to bilingual. Such 
circumstances could include, for instance, a 
reassignment of duties within your work unit. 


If this were to happen, there are two possible 
courses of action: 


— First, you are not required to take language 


training to meet the new linguistic require- 
ments when a position is reidentified in this 
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manner, although you may wish to apply for 
training if you are eligible so that you could 
perform all your new duties. If you sub- 
sequently pass the Language Knowledge 
Examination you would be eligible for the 
bonus (see question 25): if you fail, you can 
still remain in your position. 


— You could request a transfer. 


What choices do | have if the language require- 
ments of the bilingual position which I occupy 
are raised? 


If you do not meet the new requirements, you 
can nevertheless remain in your position. 
However, you will lose your bilingualism bonus 
since you no longer meet the language require- 
ments of your position (see question 25). 


The other choice you have in this case is to 
apply for language training if you are eligible. 
If you then pass the LKE, you will again be 
eligible for the bonus. 


SERVING THE PUBLIC 


If lam in a bilingual position and | deal regular- 
ly with members of the public of both official 
language groups, in which official language 
should | address the client? 


You should use the official language of the 
client. When you are not sure of the client’s 
preferred official language, you are expected to 
offer assistance in both English and French. 
This active offer of services invites the public — 
who could be an individual, an organization or 
corporation — to use either official language. 
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Does the client actually have the right to be 
served in his or her official language of choice? 


Yes, the Official Languages Act provides 

this right in the National Capital Region, 

in headquarters offices and whenever there 

is a significant demand from official language 
minorities. (Refer to question 2 for information 
on services in bilingual regions.) The Act also 
provides this right to the travelling public. 


What can I do if a client speaks to me in his or 
her official language which, as a unilingual, | 
cannot understand? 


You should ask a colleague who speaks the 
client’s official language for assistance, and 
direct the client to that employee. 


LANGUAGE OF WORK 
What determines my language of work? 


The language you use in Your work is deter- 
mined by the language requirements of your 
position. In an English-essential position, you 
are expected to work in English: in a French- 
essential position, you work in French. Of 
course, in a bilingual position, you are 
expected to use both official languages to 
the degree defined in the language require- 
ments of your particular duties. 


If lamina bilingual position, does the fact that 
| am located in a particular region influence the 
official language | can use in my work? 


Yes. In unilingual regions, the language of work 


is that of the majority of the population in the 
province. 
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34. 


If you are in a bilingual region which is so 
defined in terms of language of work (see _ 
question 3) and you occupy a bilingual posi- 
tion, you can expect: 


— to be supervised in your official language of 
choice; 


— to receive certain services such as personnel 
assistance in your official language of choice; 


— to work in your official language of choice 
in instances ranging from the drafting of 
documents to participation in meetings. 


Regardless of the region in which you work, if 
you occupy a bilingual position, you should be 
able to receive professional developmental 
training in the language of your choice and 
work instruments in the official language(s) of 
your work functions. 


In addition, you should be able to discuss 
grievances and obtain professional or career 
development courses in your official language 
of choice regardless of your geographical 
location or of the language requirements of 
your position. 


Finally, you should be particularly aware 

that, in any region, if you are in a bilingual 
position which requires you to serve the public, 
you must communicate with clients in their 
official language of choice (see questions 29 
and 30). The same principle applies if you are 
in a bilingual position which requires you to 
provide certain services to your fellow 
employees. 


Under what circumstances can | be expected 
to write internal documents in both French and 
English? 
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36. 


A: 


If you are in a bilingual region, occupying 

a bilingual position for which you meet the 
language requirements, you could be asked to 
produce short documents in both official 
languages if your duties include this type of 
work. Such tasks should be distributed fairly 
among those of your colleagues who are also 
linguistically qualified in bilingual positions. 


My work involves attending many meetings. 
How could I use my official language of choice 
more often in those meetings? 


In bilingual regions, the government’s policy is 
to use both official languages at meetings and it 
is the chairperson’s responsibility to actively 
encourage the use of French and English in 
meetings, and in the documentation distributed. 
Recorded minutes should use the official 
language of each speaker. In those regions, you 
should feel free to speak your official language 
of choice. 


If | am a supervisor in a bilingual region, what 
are my responsibilities in using both official 
languages with my employees? 


If you supervise bilingual positions or a mix of 
bilingual and unilingual positions, you are 
expected to promote a work environment in 
which both official languages are used. For 
instance, in the case of the employees you 
supervise who occupy bilingual positions, you 
are expected to provide supervision and ex- 
change information in their official language 
of choice. 
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EQUAL OPPORTUNITY 


37. Q: What is the role of the official languages 
policies in the recruitment and promotion 
of federal public servants? 


A: The federal government’s objective is to provide 
equal opportunity to members of both official 
language groups in competing for Public Service 
jobs in accordance with the merit principle. The 
policies are also aimed at enabling public 
servants to pursue a Career with opportunities 
to use their official language of choice in 
the federal administration. 


NOTES: 


1. This document does not cover every issue and 
obligation under the federal Official Languages 
Program: it addresses mainly the issues of interest 
to individual federal employees. 


2. If you wish to have further information on general 
government policy concerning official languages, 
please call the Official Languages Branch, Treasury 
Board Secretariat in Ottawa at 593-6921, and ask 
for the Information Desk. 


3. Any questions on your particular situation or on 
your department’s specific operations should be 
addressed directly to your departmental official 
languages division. | 


© Minister of Supply and Services Canada 1982 
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